
 

 

 

 

 

 

 

 

 

NOTICE 

 

 

 

To: Grants Project Administrator 

 

From: Albert Stokes, DCJS Grants Manager 

 

Re: Post Award Instructions and Reporting Requirements 

PLEASE READ VERY CAREFULLY 
 

  

� GRANT AWARD AND SPECIAL CONDITIONS: 

Please review your Award and Special Conditions very carefully.  Pay attention to the last 

Special Condition listed.  This Special Condition may require additional documentation from 
you before grant funds can be released.  Sign and date the grant award acceptance and submit 

any Special Condition documentation by mail or email to: 

 

Office of Grants Management  

Attn:  Albert Stokes, Manager 

Department of Criminal Justice Services 

1100 Bank Street, 12th Floor 

Richmond, Virginia 23219 

grantsmgmt@dcjs.virginia.gov 

 

 

� REPORTING REQUIREMENTS 
By accepting the accompanying grant award, you are agreeing to submit online quarterly 

progress and financial reports for this grant throughout the grant period, as well as final reports to 

close the grant. No eligible current recipient of funding will be considered for continuation 

funding if, as of the continuation application due date, any of the required Financial and 
CASA reports for the current grant are more than thirty (30) days overdue.  For good 

cause, submitted in writing by the grant recipient, DCJS may waive this provision. 

 

Financial reports and CASA quarterly reports are due no later than the close of business on the 

12th working day after the end of the quarter.  Reports are required even if no expenditures have 

occurred during the quarter. Requests for Funds will not be honored from grant recipients who 

do not fulfill this reporting obligation.  A schedule of due dates is also attached for your 

reference.   
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� CASA REPORTS 
Refer to our website:  http://www.dcjs.virginia.gov/ for submitting CASA reports through our 

online Grants Management Information System (GMIS).  In order to use this web-based system, 

if you have not previously done so, you must obtain a user name and password set up by your 

Finance Officer, whose name and contact information is listed on the attached Grant Statement of 

Award/Acceptance.  You are required to use the online system to submit your reports.   

Paper copies of CASA Reports are no longer accepted.  

 

� FINANCIAL REPORTS 
Refer to our website for submitting financial reports through our online Grants Management 

Information System (GMIS). In order to use this web-based system, if you have not previously 

done so, you must obtain a user name and password set up by your Finance Officer, whose name 

and contact information is listed on the attached Grant Statement of Award/Acceptance.  The 

address is http://www.dcjs.virginia.gov/grantsAdministration/gmis/index.cfm?menuLevel=4. 

Paper copies of the financial reports are no longer accepted.  You are required to use the 

online system in reporting your expenditures.  
 

� REQUESTING GRANT FUNDS 
Refer to our website for requesting funds through our online Grants Management Information 

System (GMIS).  In order to use this web-based system, if you have not previously done so, you 

must obtain a user name and password set up by your Finance Officer, whose name and contact 

information is listed on the attached Grant Statement of Award/Acceptance.  *Please note you 
can access this system using the same password assigned for the online financial reporting system.  

The address is http://www.dcjs.virginia.gov/grantsAdministration/gmis/index.cfm?menuLevel=4. 

You are required to use the online system for requesting funds. 
 

� BUDGET AMENDMENTS 
Budgets can be amended in most DCJS grant programs with prior approval.  Please review your 

Special Conditions carefully to determine the requirements and procedures for amending 

budgets.  Refer to our website for amending budgets through our online Grants Management 

Information System (GMIS).  *Please note again that you can access this system using the same 

password assigned for the online financial reporting system.  This process can take up to (30) 

days for approval.   

The address is http://www.dcjs.virginia.gov/grantsAdministration/gmis/index.cfm?menuLevel=4. 

Paper copies of the Budget Amendments are no longer accepted! You are required to use the 

online system for submitting budget amendments.   

 


